JOB DESCRIPTION
Agent Operations Specialist – Procurement
	Department
	Procurement / Supply Chain

	Reports To
	Procurement Manager / Director of Procurement

	Employment Type
	Full-Time

	Location
	[City, State / Remote / Hybrid]

	FLSA Status
	Non-Exempt


Position Summary
The Agent Operations (Agent Ops) Specialist in Procurement plays a critical role in supporting the end-to-end procurement lifecycle. This individual is responsible for managing agent-level operational tasks including purchase order processing, vendor coordination, invoice reconciliation, compliance tracking, and data management within procurement platforms. The role bridges the gap between strategic sourcing decisions and day-to-day transactional execution, ensuring accuracy, efficiency, and adherence to organizational procurement policies.
Key Responsibilities
· Identify and prioritize procurement processes for automation, starting with high-volume, low-complexity workflows 
· Design, build, and configure AI agents across intake, sourcing, contracting, and supplier management, including writing and refining the prompts that drive them 
· Define escalation rules for when agents hand off to a human, and set quality standards for all agent output 
· Monitor agents for accuracy drift, performance issues, and edge cases; diagnose failures and implement fixes 
· Own the agent roadmap from pilot through production, including retiring agents that are no longer delivering value 
· Track and report on agent performance (time saved, error rates, active agents, automated workflows) and translate results into business language for leadership 
· Collaborate with procurement, IT, legal, and finance to scope agent capabilities, secure data access, and ensure compliance 
· Train the broader procurement team on working alongside AI agents, and document how each agent works 
· Ensure all automated workflows comply with internal procurement policies and regulatory requirements
Qualifications
Required:
· Bachelor's degree in Business Administration, Supply Chain Management, Finance, or a related field
· 2-4 years of experience in procurement operations, purchasing, or supply chain support
· Proficiency with procurement platforms, ERP systems, or AI agent platforms 
· Demonstrated comfort using AI tools in a professional setting (coding skills are not required)
· Ability to break procurement processes into discrete steps and identify which are candidates for automation
· Strong attention to detail with experience designing or managing automated workflows
· Effective written and verbal communication skills for cross-functional coordination
Preferred:
· CIPS, CPSM, or other procurement-related certification
· Experience with procure-to-pay (P2P) automation tools, robotic process automation (RPA), or AI agent platforms
· Familiarity with contract lifecycle management (CLM) platforms
· Experience writing or refining prompts for AI tools
· Knowledge of category management principles and strategic sourcing methodologies
· Background in process mapping, workflow design, or systems thinking
Core Competencies
1. Analytical Thinking: Ability to interpret procurement data and translate insights into actionable recommendations.
1. Process Orientation: Strong commitment to following and refining standard operating procedures.
1. Stakeholder Management: Skilled in managing expectations across internal teams and external suppliers.
1. Adaptability: Comfort operating in fast-paced environments with shifting priorities.
1. Technology Aptitude: Quick learner with emerging procurement technologies and digital tools.
